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Updating Club contacts 
Club contacts are used by both My Swim Results and state association in order to 
help communication with the club. 

Updating the club contacts can be done using a registrar’s login or a state 
associations login. 

Once logged into the website, the first step is to find the “clubs profile” on the 
website. Can be done a variety of ways, the most common would be via the “Find 
a Club” mechanism at the top of the page. 

 

Searching for the club by name will produce a list of clubs which you can then click on to visit their 
“profile”. 
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A pencil icon is beside the name of the club in the header. Clicking it will allow you to edit the details 
for the club. The higher the privileges on the login, the more fields that can be changed. 
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Use the Pencil to edit a particular contact. 
Press “New” to create a new contact for the club. (top left) corner 

“Public Contacts” are email addresses that My Swim Results will offer on the club contact page for 
the club. The email address itself will remain hidden on the website however the system will use it to 
pass on an a message if someone is interested in contacting the club. 
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To enter a new “Club Contact” for a club office bearer (eg President, Secretary or Treasurer) click on 
the “New” link. 

 

If a person has a number of roles for the club, tick all that apply. 

Fill in as much information as required. 

If the person has multiple email addresses or phone numbers – use the little  symbol to add a new 
field. 

Once all the information is entered - press the Save button to be returned back to editing the club 
details. The Contacts tab would have updated with the new information. 
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Also see: Updating venues. 

Venues for a club is also important as it puts a club onto the map in the “find a club” feature. 
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